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PURPOSE:

To provide instructions for creating Process Server Identification Cards.

GENERAL INFORMATION:
Pursuant to A.R.S. 11-445 and Rule 4, Arizona Rules of Civil Procedure, individuals granted certification as a private process server are authorized to serve process for any court of the state anywhere within Arizona.  The Arizona Supreme Court has adopted the Arizona Code of Judicial Administration, Section 7-204: Private Process Server, providing for the statewide certification of process servers.  Pursuant to this code section, the application, certification, and discipline of private process servers are administered locally by the Superior Court in each county.   
EVENT DRIVER:

· There is a need to make a Process Server ID card. 
NOTE:  Ensure camera is connected to the computer via USB and powered on before beginning identification card process.

PROCEDURES: 
1. Connect camera to computer via USB port.  Ensure camera is on BEFORE powering up computer. 
2. Process Server Coordinator will access the Asure ID software using the following instructions: 
a. Turn on computer and use generic log-on to access the system. 
b. Click on “Asure ID” desktop icon. 

c. Type in “admin” (for the user name and the password).
d. Click on “Data Entry” in the drop down menu.   
e. Press the “Enter” key or click on the “Login” box. 
f. At the next screen, click on “ID” (located in the middle of the screen).

g. Select the appropriate template (Process Server ID-revised or one of the other counties).
h. To input information for new ID card, click on “Add” located on the toolbar at top of screen. 
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i. Using all CAPS, input the information for the cardholder.
(1) First Name – input the cardholder’s first name; press “Tab”. 
(2) Last Name – input the cardholder’s last name; press “Tab”.
(3) Expiration Date – input the expiration date; press “Tab”.
(4) ID No. – input the county ID number; press “Tab”.
(5) Picture – click on the box (large “X”); click on either “Capture” to activate camera and take picture or “Load from File” to locate stored photo; press “Tab”. 

j. When taking photo:
(1) Have applicant sit in photo area.  Image will appear on the screen.

(2) Click “OK” when ready to take photo.

(3) Once photo is taken, still image will appear.

(4) Size and crop image as applicable.

(5) Click “OK” to capture image.
k. County ID number – input the county ID number; prefix with “MC” (i.e., MCXXXX). 
l. Click on the “dual card” icon, located at the bottom right of the screen to preview the front and back of the card.
[image: image1.png]e | Database  View

EE 5 HE |

Save Add Add Batch Delete Void | C

n

Records




[image: image2.png]



m. If information is correct, click on “Quick Print” icon (top left of toolbar) to print the ID card.
n. Click “Save” to save the cardholder’s information. 
3. Creating the process server ID card template for an outlying Arizona county.
a. Access Asure ID software.

b. Type in “admin” for both the username and password.

c. Click on “File” or click on “Recent Templates” to view all available templates.

d. Open the applicable template. 

e. To change the Image:

f. Double click on the image and the “Image Properties” popup box will appear.

g. To input an new image, click on “Load New Image from File” to select a new image from a drive (i.e., S:Drive; H:Drive).

h. Cut and paste the image and then stretch/size as needed to fit the area.

(1) Do this for each applicable image.

i. If changing the font, double click on “Compound Field” and the Compound Field Properties will display.

j. Make the appropriate changes (i.e., Font Name, Color, Font Height, etc.).

k. When changing the text, click on the text box and “Text Properties” will appear.

l. Click on “Field Text” and make appropriate changes.

m. Click “OK” to exit.

n. Click “Save” to save changes.

4. To print card: 
a. Click “Preview document” to see a preview of the current card. 
(1) Once the card image appears, review for any errors.  
(2) Click on “Flip” (located on the image toolbar) to toggle between the front and reverse sides of the card image. 
b. Ensure card printer is on.  
c. If all data/images are correct, click on “Print Document” to create the card. 
d. To create new card, click on “Create” (upper left hand side of screen) to start the process anew. 
5. Outlying counties will notify the Maricopa County Process Server Coordinator that an ID card is needed for one of their process servers. 
a. Each Arizona County will have a template that is specific for their process servers and will use their Clerk of Court’s signature. 
b. The outlying county should send the signature of the Clerk from that county on their first request; the signature will then be stored onto their respective formatted card. 
c. The outlying county will send an e-mail with a photo of the process server to processservercorrespondence@mail.maricopa.gov via JPEG or TIFF images along with the following information: 
(1) Name of process server. 
(2) Day, month, and year the order was signed by the judge. 
(3) Expiration date of ID card. 
(4) Process server ID number. 
d. The database is maintained at the following location (S:\Customer Services\ID Solutions).  The photos must be saved to specific folders in order to be retrieved when processing the ID cards. 
(1) Save the applicant’s photo to the “Portraits” folder (S:\ID Solutions\Customer Services\Portraits).  Click on the applicable county and save the photo (be sure to rename the photo filename to the applicant’s name). 
e. Follow steps 2 and 4 above to process and print the ID card. 
f. Mail the completed ID card to the outlying county Clerk of the Court via regular mail; they will deliver to the process server. 
POLICIES / RELATED DOCUMENTS:
· N/A
OTHER PARTIES INVOLVED:
· N/A
TIME / VOLUME:
· Varied
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· N/A
REPORTS / FORMS:
· N/A
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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